LHES :
%iﬁgﬁ ,Z;#E Announcement No. OKI-USNH-010-09
EEHIA:
VACANCY ANNOUNCEMENT pman 30 Mar 09
~ OKINAWA WIDE ~ #178: 19 Mar 09
Date of Issue
1.587E 4 Job title ( ZE#Rk Grade _3 /EBHFEMLAD 2 ) SEAH 4 S EEFEHH Area of Consideration
No. of Recruitment
X1 3 MLC/IHA ¢ % & (B EIE M)
: 14 :
File CIe:I;, f00;5 Current USFJ Employees in
TTANT T Okinawa ONLY
X E=#H% L] HEER Ll R&% L E&R
Administrative  Blue Collar Trade Security Medical
2.5BFX Activity:
U.S. Navy Hospital, Okinawa 5. DFIEL Type of Employment
Directorate for Administration
Patient Administration Xl MLC [X] & F Permanent
EN #5315 Working Place: Camp Lester BEEBEZHRZ LTLERWMEE EED
3 En#E R Work Schedule (38_40 B ilhrww ) SRIZH Y F A, Incomplete
/758 Work Days: MON-FRI applications will not be processed.
#)7585R - AE8 Work Hours/Recess Period: 0730-1630/1200-1300 BHIN-EEEHTHREL LEEA
[] &% Night Shift [] 5% Overtime [ ] Hi5R Business Travel Submitted applications will not be returned.

6.BEFENZ Duties
See attached.

7 ERREM: FikSZ: Qualification/Physical Requirements
Basic Requirement:
a. At least one year of general work experience or completion of 2-years junior college/2-years of
technical school or 4-year degree in any field.
In addition to the Basic Requirement, applicant:
b. Must have the ability to communicate in English both orally and written. (LAD 2 or above)
c. Must have the ability to use PC and related soft ware (Word & Excel).
d. Must have the ability to conduct independent research of directives, roles and regulations.

e. Must have background in clerical or administration and filing/tracking of materials.
Handicapped applicants may be accepted, depending on the degree and kind of disability.

FEE 17 English Language Proficiency @  [_JWAZEZE L None [ #0#K& Basic DA #K Intermediate [ E#% Advanced [_J45FEX M BEH Exceptional

2P Educational Background : No | $5F5E. & T 5 License/Certificate Required : N/A

BRI

=1 - - .
8129 %+ M Application and Associated Documents Working Condition

*HIDEAIX] EFET English
*X] ZE 5 F#R Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil
*[X] H PR 7SR E Resume of Specialized Work Experience (HROY Form) http:/hro.cnfj.navy.mil
X EEOREAFEHAT 51D (B L) Anything to certify English Proficiency (Copy).
L] BABMRTOE EBEBEEGRFIIINE L Copy of GOJ ordinary Driver's License
[ 118 T/ SEBAZE DS L Copy of Certificate

L&t 5k for Job Inquiries 1R i 5 Office to Submit = 0IBH For Official Use



http://hro.cnfj.navy.mil/

HAEE HHEHS POC
POC:

MS. KYAN
DSN:634-6717

EENIEN MLC/IHA £ E - EFMEHA Bldg#3596 i
FASBR. ¥v 2T 7+ X2—A Bldg# 4 9 0 AAFES
AFEE, XIF v T I+ RS2 —ABldg# 4 9 5iBEK
AZBRICTTZIHFFTOETS,

Please submit the application to Bldg#3596 Navy SHRO on

Kadena AB, Bldg#490 AAFES or Bldg#495 CHRO on Camp
Foster.

PD is accurate and current.
Certified by Activity

HRO




TASK LIST

1. Sorts out daily cumulative reports. Files loose outpatient medical documents in respective medical
records/charge-out forms. 50%

2. Researches and mails loose medical documents to sponsor’s new duty station. Requests and sends replies
for the DD Form 877 (Request for Medical and Dental Records). 10%

3. Registers patients into Composite Healthcare System and verifies correctness of patient information. 10%

4. Checks records in/out for patient appointments. 10%

5. Makes new outpatient records for newborns and verifies medical records in accordance with Manual of the
Medical Department, Chapter 16. 20%

6. Performs other related or incidental duties as assigned.



	VACANCY ANNOUNCEMENT 
	OKI-USNH-010-09
	30 Mar 09
	19 Mar 09 

	 
	File Clerk, #0075 
	Current USFJ Employees in Okinawa ONLY




